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Synopsis

The purpose of this procedure is to provide guidance relative to the potential hazards associated with
working in the office facilities. This procedure gppliesto dl Nationd Weether Service (NWS) office
facilities and employees.

Initial lmplementation Reguirements.
. Analyze Site Oper ations ver sus Requirements of the Procedure
- Office Security (30.3.17)
- BEvduae office environment. (30.5.2b, 30.3.1)
< Housekeeping (30.3.3)
Storage Procedures (30.3.4)
Filing Cabinets and Bookcases (30.3.5)
Ladders and step stools (30.3.6a)
Lighting (30.3.9)
<  Noise(30.3.10)
. Develop/Obtain Documentation/Information required for Site
. Designate Person to Administer the Office Safety Procedure Requirements
. Provide Local Training of Site Personnel
- Training on sgfe office environment. (30.3.1)
. Inventory Material/Equipment (Procure asrequired)
- Hazard Warning Signs. (30.4.2b, 30.3.2d)
- Ladders, Step Stools. (30.4.2b, 30.3.6a)
- Lighting. (30.4.2b, 30.3.9)
- Biohazard Containers. (30.4.2b, 30.3.13)

N N NN

Recurring and Annual Task Reguirements.
. Perform I nspection/Assessment/T esting

- BEvduate office environment (30.5.2b, 30.3.1)
. Review/Update Documentation/I nformation required for Site
. Provide Refresher Training of Site Personnel (If Applicable)
. I nspect/Replace/M aintain M aterial/Equipment

“Hazard Warning” Signs. (30.4.2b, 30.3.2¢)

- Office Furniture. (30.4.2b, 30.3.3b)
Ladder or Step Stoal. (30.4.2b, 30.3.6a)
Lighting. (30.4.2b, 30.3.9)
“Biohazard” Containers. (30.4.2b, 30.3.13)
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Office Safety Checklist

Requirements Reference YES | NO | N/A | Comments
Isinitid and annud review of this procedure conducted and 30.4.2
documented?

Have dl individuas affected by this procedure read, understood and 30.5.4
followed the procedure?

Do dl personnd at thisfacility comply with generd safety guiddines 30.3.2a-g
related to working and walking surfaces?

Aredl aides and passageways free and clear of obstructions? 30.3.3a
Has office furniture been inspected/repai red/replaced when damaged? 30.3.3b
Aredl office supplies and materids stored neetly and are easly accessed 30.34
from the aides?

Are the guidedines concerning filing cabinets and bookcases followed? 30.3.5a-¢€
Are ladders and step stools being used when retrieving objects above 30.3.6a
shoulder leve?

Have “Layout and Furniture Placement Guiddines’ been followed? 30.3.7a-d
Are adequate devices provided to employees who work at computer 30.3.8
gations, to prevent neck, shoulder, back, and leg injuries?

Is adequate lighting provided to al affected personne? 30.3.9
Has this facility implemented guiddines gated in this procedure and 30.3.10a-g

NWS Occupationd Safety and Health Procedure # 11, “Hearing
Consarvetion”, to dleviate noise pollution in the workplace?
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Requirements Reference YES | NO | N/A | Comments
Does this facility comply with the requirements stated in NWS 30.3.11

Occupationa Safety and Hedlth Procedure # 13, “Indoor Air Qudity”?

Is waste properly disposed of and containers properly labeled at this 30.3.12

fadlity?

Aredl contaminated “ Sharps’ (syringes, blood sampling devices, etc.) 30.3.13

discarded appropriately?

Does this facility comply with the requirements stated in NWS 30.3.15

Occupationd Safety and Hedlth Procedure # 5, “Emergency Action
Plan” & Procedure# 6, “Fire Protection”?

Are dectrical safety precautions stated in this procedure implemented at 30.3.16
thisfacility?

Is office security practiced by dl employees? 30.3.17
Are office personnd familiar with the purpose and operation of office 30.3.18
safety darms?
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OFFICE SAFETY
Purpose And Scope

As part of its god to provide a safe and hedthful workplace, the National Weather Service
(NWS) is promulgating this procedure related to the potentid hazards associated with working
in office facilities. This procedure appliesto al NWS office facilities and employees.
Definitions

Ergonomics. Ergonomicsis the science of fitting the jobs to the people who work in them. The
god of an ergonomics program is to reduce work-related musculoskeletal disorders (MSDs).

Field Office. A Fidd Office may include the following: Wesether Forecast Office (WFO), River
Forecast Center (RFC), Wesather Service Office (WSO), and a Data Collection Office
(DCO).

Housekeeping. Refers to the maintenance of an areain aclean, orderly and sanitary condition.
Noise. Any unwanted sound.

Operaing Unit. For the purpose of this procedure, Operating Unit includes the Nationa
Centers for Environmenta Prediction (NCEP), National Data Buoy Center (NDBC), NWS
Training Center (NWSTC), National Reconditioning Center (NRC), Radar Operations Center
(ROC), or the Sterling Research & Development Center (SR&DC).

Station Manager. For the purpose of this procedure, the Station Manager shall be ether the
NWS Regiond Director; Directors of Centers under NCEP (Aviation Westher Center, NPG;
Storm Prediction Center, NP7; and Tropica Prediction Center, NP8); Directors of the NDBC,
NWSTC, and Chiefs of NRC, ROC and SR& DC facilities; or Meteorologist in Charge

(MIC), Hydrologist in Charge (HIC), or Officid in Charge (OIC).

Procedure

30.3.1 The NWS offices may harbor potential safety and hedlth hazards. These hazards
may be minimized or eiminated by designing jobs and offices properly. NWS
supervisors shdl actively support office hazard prevention and control. Education
regarding potentia injuries, their causes, symptoms and treatments shall be provided
as amethod that asssts both supervisors and personnd in cregting a safe office
environmen.

Inadequate environmenta conditions, such as noise, temperature and humidity,
environmenta pollutants (e.g., vapors from new carpeting, paint fumes) may cause
discomfort that may affect employees productivity. Measures shdl be taken to
reduce these discomforts to the maximum extent possible.

30.3.2 Genera Safety Procedures. All fadilities shdl comply with the requirementsliged in
NWS Occupational Safety and Hedlth Procedures 14, “Walking and Working
Surfaces” Guiddinesto follow incude:

a.  Avoid carrying objects that might obstruct view.
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Walk with specia care over wet floors or with wet shoes.

Wipe shoe soles on rainy or snowy days upon entering the workplace.
Implement use of “hazard warning Sgns’ to avoid potentid dipsand fals.
Securely fasten floor coveringsto prevent possible falls.

Utilize handrails when going up and down stairways in order to lower the risk of
possblefdls.

Wak with caution over icy, oily or snow covered surfaces outside the buildings.
Report dangerous conditions to management personnel to ensure that a proper
trestment of walking surfaces is performed.

Housekeeping. Poor housekeeping may lead to fires, injuries to personnd, or
unhealthful working conditions. The following good housekeeping practices shdl be
employed at al NWS offices.

a

All aides and passageways shdl be free and clear of obstructions. The width of
the aides must be as outlined in paragraphs 6.3.5j-m of Section 6, Fire
Protection. Proper layout, Spacing, and arrangement of equipment, furniture,
and machinery are essentid.

Chairs, files, bookcases and desks shal be replaced or repaired when they
pose a hazard to personnel safety.

Materids stored within supply rooms shall be nestly stacked and easly
accessed by adequate aides.

Materias shall not be stored so that they project into aides and passageways.

The minimum vertica clearance between sprinklers, where ingdled, and
materid below shall be 18 inches (45.7 cm)

Storage Procedures. Guiddinesto follow for safe storage include:

a

b.

C.

Stack boxesin straight columns, with the largest on the bottom. When stocking
shelves, keep the heaviest items a waist level to minimize lifting effort.

Keep all adesclear.
Place wastebaskets and boxes where they do not present a tripping hazard.

Filing Cabinets and Bookcases. Filing cabinets and bookcases can be dangerous if
arranged or used incorrectly. Guidelinesto follow for their safe use are:

a

Return drawers and doors to the closed position when not in use so asto
prevent bumping and tripping. Do not open more than one drawer or door at
the same time.
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b. Pacefilecabinets and/or bookcases where their use will not interfere with
office traffic patterns.

Cc.  Secure or anchor file cabinets or bookcases taller than 64 inches to thewall to
prevent toppling over.

d. Inthecase of four-drawer filing cabinets, fill the second drawer from the
bottom before the others to weight the bottom and to prevent it from tilting or
tipping.

e.  Keepfiling cabinet drawers closed when not in use,

Fals. Fdling while atempting to retrieve items from high shelvesis a common
occurrence. When removing items from shelves, the following guiddines are
recommended:

a  Alwaysusealadder or step ool to retrieve anything above shoulder level.

b.  Desks, chairs, boxes, and upturned trash cans are not acceptable subgtitutes for
ladders or step stools.

c. Laddersor step-stools shdl be sturdy and conform to requirements of NWS
Occupationa Safety and Hedlth Procedure 14, Walking and Working
Surfaces.

Layout and Furniture Placement. The physica layout of aworkplace and the
furniture is another factor that should be consdered when maximizing office safety.
Thisindudes the fallowing:

a.  Pogtion office computers and equipment near dectrica outlets to minimize the
use of extenson cords and to avoid stretching cords across aides.

b.  Maintain enough roomin front of drawersto open fully without obstructing
aides and passageways.

c.  Placedesksand counter tops near primary light sources to avoid eyestrain
caused by poor lighting.

d.  Pogtion desksand file cabinets so their drawers do not open into a doorway.

Workstation Ergonomics. Musculo-skeletd problems may be encountered by NWS
personnel involved in computer operations. Mogt affected are the neck, shoulders
and the back. Other affected parts of the body are the arms and hands and,
occasondly, thelegs. The degree of impact on personnd can be reduced by
following the requirements listed in NWS Occupationa Safety and Hedlth Procedure
25, “Ergonomics.”

Lighting. Different tasks require different levels of lighting. Lighting needs vary from
time to time and person to person. One gpproach isto use adjustable lighting that
can provide needed illumination without increased generd lighting.
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Task lamps can be usad to supplement the generd office light levels for those who
require or prefer additiona light. Some task lamps permit severd light levels. Since
task lamps are controlled by the individual, they can accommodate persona
preferences.

30.3.10 Noise. Themost common types of noise pollution in an office are generated from the

30.3.11

30.3.12

operation of equipment and verba communication. Noise pollution can decrease
performance or increase errors when performing some tasks. Also, there is some
indication that unexpected or unpredictable noise may have more of an effect than
continuous or periodic noise. To dleviate noise pollution in the workplace, the
following guiddines shdl be implemented:

a.  Noislevesindl work areas shdl comply with the requirements listed in NWS
Occupationa Safety and Health Procedures 11, “Hearing Conservation.”

b.  Sdect the least noisy equipment possible when purchasing office equipment.
When the choice is between two or more products of equa specifications,
sound levels shdl be included as a consderation for purchase and use.

c.  Properly maintain equipment, lubricate and tighten loose parts that can cause
noise.

d. Locateloud equipment in areas where its effect is less detrimentd. For
example, place impact printers away from areas where people must use the
phone.

e. Usebarier wdlsor dividersto isolate noise sources. Use of buffersor
acoudticaly treated materids can absorb noise that might otherwise travel
further. Rubber pads to insulate vibrating equipment can aso help to reduce
noise.

f.  Enclose noisy equipment, such as printers, with acoustica covers or housings.

g When possible, schedule noisy tasks at times when they will have less of an
effect on the other tasksin the office.

Indoor ar qudity. Air qudity in dl work areas shdl comply with the requirements
listed in NWS Occupationa Safety and Health Procedures 13, “Indoor Air Quality.”

Waste Disposal. NWS personnd shdl carefully handle and properly dispose of
wadte. For example, awaste receptacle containing broken glass shdl be labeled to
warn personnd of the potential laceration/puncture hazard. In addition, if any
hazardous materia isimproperly placed in the trash container, the safety or
Environmental/Safety Foca Point, supervisor and other office personne shdl be
immediately informed. Further directions regarding the disposal of trash contaminated
with hazardous materids shal be obtained from the Regiona or Operating Unit
Environmental/Safety Coordinator or directly from the locd hazardous waste disposa

company.
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30.3.13 Sharps Program. Sharps (e.g., syringes/blood sampling devices used by diabetics)
contaminated with blood or other body fluids shall be discarded in containers
immediately or as soon asfeasible. The requirements for these containers are that
they should be:

a  Closable.

b.  Punctureressant.
c.  Leakproof on sdes and bottom.

d. Labded or color-coded with the appropriate BIOHAZARD labeling
requirements.

e. Eadly accessbleto personnel and located as close asisfeasble to the
immediate area where sharps are used or can be reasonably anticipated to be
found.

f.  Maintained upright throughout use.

0 Replaced routindy and not be dlowed to overfill.

h.  Closed immediady prior to remova or replacement to prevent spillage or
protrusion of contents during handling, storage, transport, or shipping.

I Placed in a secondary container if leakageis possble. The second container
shall dso be closable, constructed to contain al contents and prevent leakage

during handling, storage, trangport, or shipping, and must be labeled or color-
coded appropriately.

J. Reusable containers shdl not be opened, emptied, or cleaned manudly or in
any other manner which would expose employeesto the risk of injury.

30.3.14 Machine Sefety
a.  All gppropriate personnel shal comply with the requirements listed in NWS
Occupationa Safety and Health Procedure 19, “Hand and Power Tool Safety”
and Procedure 20, “Machine Guarding.”

b.  Inaddition, employees shal keep fingers and body parts away from moving
and/or sharp parts when using tools such as the following:

@ Staplers
2 Staple removers
3 Scissors

4 Hole punchers

(5) Paper cutters
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30.3.15 Emergencies. All personnd shdl comply with the requirements listed in NWS
Occupationa Safety and Hedlth Procedure 5, “Emergency Action Plan” and
Procedure 6, “Fire Protection.”

30.3.16

Electrica Safety. Electrica equipment used in the office (e.g., eectric cords,

extension cords) may present an electric-shock hazard.

a

All personnel shal comply with the requirements listed in NWS Occupationa
Safety and Hedlth Procedure 3, “ Safe Electrical Work Practices’ and
Procedure 4, “ Control of Hazardous Energy Sources.”

Electric cords shdl be routindy examined for fraying and exposed wiring.
Particular atention shdl be given to connections behind furniture, since files and
bookcases may be pushed tightly againgt eectric outlets, severdy bending the
cord at the plug.

Extenson cords:

@ Shdl only be usad in Stuations where fixed wiring is not feesble.
2 Shall be placed so they do not present atripping or dipping hazard.

3 Shal not be placed through doorways to prevent the damage of the
cord when doors must be closed.

4 Shall be used only when properly sized for the job.
) Shall be taped down to reduce the risk of tripping.

When operating any dectrica gppliance or machine within ten feet of running
water, a Ground Fault Circuit Interrupter (GFCI) shal be ingalled and the
gppliance plug shal be grounded.

Addition of portable appliances, such as heaters and microwave ovens, shal be
cleared through appropriate management channels to ensure the dectrica
system can support the increased current load.

Heaters shdl be equipped with tip-over switch and should have thermostat autometic shut-
off switch for overhegting protection in case if heater tips over.

f.

To avoid short circuits and fires, do not plug more than two gppliancesinto one
electrical socket.

30.3.17 Office Security. All personnel must be dert to the preservation of office security

which includes prevention of unauthorized entry into the building and protection of

outsde facilities. The following practices should be followed:

a

Keep unmonitored doors locked at al times.
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b. Keepdl doorslocked during night-time hours.
c.  View dectronic monitors (if avallable) for activity outsde the office.
d. Bedert todtrange noisesor activities.
30.3.18 Safety Alarms. Office personnel should be aware with the purpose and operation of
safety darms such as.
a  FHredams,
b.  Smoke detector darms.
c. Generaor fud lesk darms.
d. Power falure and generator operating darm (light).

UPSfaluredarm.
HVAC adarms.

30.4 Quality Control

30.4.1 Regiond and Operating Unit Environmenta/Safety Coordinators

a

Shdl perform an annual assessment of the regiond headquarters facilities or
operating unit to monitor and promote compliance with the requirements of this
procedure; and

Shdl perform assessments or designate personnel to perform assessments of al
field offices to monitor and promote compliance with the requirements of this
procedure every two years.

30.4.2 Station Manager

a

Shdl review, or delegate review, of this procedure on an annua basis to ensure
that the facility is complying with its requirements. Confirmation of this review
shdl be forwarded to the Regiona or Operating Unit Environmental/Safety
Coordinator.

Shdl ensure that initid and periodic inventory of safety Sgns, ladders, step
stools and other safety equipment is accomplished and adequate stock is
maintained.

30.4.3 NWS Headquarters (NWSH)

a

The NWS Safety Office shdl perform an annud assessment of the NWSH
facilities to ensure that the facilities are in compliance with this procedure,

Requests for clarification concerning this procedure shal be directed to the
NWSH Safety Office.
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30.5 Responsibilities

30.5.1 Regiond and Operating Unit Environmenta/Safety Coordinators* Shall monitor and
coordinate to promote compliance with the requirements of this procedure for the
regiona headquarters, and field offices or operating units.

a Shall provide revisions, updates and new policies associated with employee
exposure to and proper clean up and disposal of asbestos at NWS fecilities.

30.5.2 Station Manager*

a Shall have oversight over the implementation of this procedure, and ensure that
the requirements of this procedure are followed by individuds at the NWS
fadlity.

b. Shdl enaure that office work environment is evauated initidly and periodicaly
for potentid safety and hedlth hazards.

C. Shall ensure that NOAA-mandated monthly safety ingpections are conducted.
The ingpection records must be kept on site. The suggested checkliststo be
used are published on the following web Site:

http://www.opsl.nws.noaagov/SAFETY /Safety _Inspections.htm
The checklists can be modified to include Ste-gpecific requirements.

30.5.3 SAfety or Environmental/Safety Foca Point*

Shall ensure that any responsihilities delegated to them by the Station Manager are
implemented in accordance with the requirements of this procedure.

30.5.4 Employees

a Individua employees affected by this procedure are required to read,
understand and comply with the requirements of this procedure.

b. Report unsafe or unhedthful conditions and practices to their supervisor or
safety focd point.

NOTE: * - Reference NWS PD 50-11 for complete list of respongibilities
http://www.nws.noaa.gov/directives/050/pd05011a.pdf

30.6 References

Incorporated References. The following list of referencesisincorporated as awhole or in part
into this procedure. These references can provide additiona explanation or guidance for the
implementation of this procedure.
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U.S. Department of Labor, Occupationd Safety and Hedlth Administration,
29 CFR 1910.1030, “Bloodborne Pathogens.”

Carnegie Mélon Universty, Office Safety. September 22, 1999.
http://Amww.cmu.edu/ehs/office-safety.html. April 6, 1999.

Centersfor Disease Conrol and Prevention, Office Safety. September 21, 1999.
http://mww.cdc.gov.od/ohs/manual/of sty .htnv January 2, 1997.

NWS Occupational Safety and Health Procedure 25, “Ergonomics.”
NWS Occupational Safety and Health Procedure 13, “Indoor Air Quality.”

NWS Occupationa Safety and Hedlth Procedure 14, “Walking and Working
Surfaces.”

NWS Occupational Safety and Health Procedure 11, “Hearing Conservation.”

NWS Occupationa Safety and Health Procedure 3, “ Safe Electrical Work
Practices.”

NWS Occupational Safety and Health Procedure 4, “ Control of Hazardous Energy
Sources.”

NWS Occupationa Safety and Health Procedure 20, “Machine Guarding.”

NWS Occupationa Safety and Health Procedure 19, “Hand and Power Tool
NWS Occupationd Safety and Health Procedure 5, “Emergency Action Plan.”
NWS Occupationa Safety and Health Procedure 6, “ Fire Protection.”

30.7 Attachments

None.
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Monthly Safety Inspection Checklists (mandated by NOAA)

Note: use one of the forms below

Office Safety Inspection Checklist for Safety Managers (CD-573)

Office Safety Inspection Checklist for Supervisors and Office Managers (CD-574)

Office Safety Inspection Checklist for Supervisors and Program Managers (CD-574S) - short form

Return to Environmental and Safety Compliance Home Page

http://www.opsl.nws.noaa.gov/SAFETY/Safety Inspections.htm (1 of 2) [7/30/2004 3:58:43 PM]
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FORM CD-573
(2/03)

U. S. Department of Commerce
Office Safety Inspection Checklist for
Safety Managers

(This checklist is intended as a guide to assist Safety Managers in conducting safety and health inspections. It includes
questions relating to general office safety, ergonomics, fire prevention, and electrical safety. Questions which receive a

NO answer require corrective action.)

Name: Division:
Facility: Date:
Signature:

Deficiency Description

Yes

No

N/A

Location(s) and Corrective Actions

Date
Corrected

Work Environment

Are all work areas clean and sanitary?

Is there adequate lighting?

Is the noise level within an acceptable
range?

Is ventilation adequate?

Is combustible storage minimized?

Walking and Working Areas

Are carpet/floor tiles secure?

Is carpeting free of tears or trip hazards?

Are floors free of water or slippery
substances?

Are floor or running mats used at
building entrances safe from trips?

Are protective guards in place?

Are materials and cords stored so they
dont interfere with walkways?

Are aisles free of boxes, wastebaskets,
chairs, and other obstacles that impede
egress?

Are elevators inspected annually and are
inspections certificates available on site
for review?

Are guardrails provided where required?

Is storage secure and stable?

Is furniture free of unsafe defects?

Are desk, file, and book case drawers
closed when not inuse?

Are sharp items stored safely?




FORM CD-573
2/03)

Deficiency Description

Yes

No

N/A

Location(s)

Date
Corrected

Are ceiling tiles secure?

Are vents free of obstructions?

Are fans/space heaters properly used
and ventilated?

Emergency and Safety Information

Is the OSHA poster on display?

Are evacuation routes posted?

Are emergency phone numbers posted?

Other posting or sighage adequate?

Is a copy of the facility fire prevention
and emergency action plan available on
site?

Are safety hazard warning signs
provided where necessary?

Are wheelchair, board/stretcher, and
safe zone locations marked and
adequate?

Are employees trained on emergency
procedures?

Ergonomics

Are employees advised on proper liting
techniques?

Are ergonomic conditions adequate?

Workstations?

Keyboards?

Postures?

Work habits?

Repetitive motion?

Are employees surveyed annually?

Fire Safety and Prevention

Are fire extinguishers mounted, visible,
and accessible?

Are fire extinguishers fully charged and
inspected monthly? (tag, date, initial)

Is extinguishing equipment adequate and
unobstructed?

Are employees properly trained to use
fire extinguishers?

Are fire alarm pull stations locations
adequate and unobstructed?




FORM CD-573
(2/03)

Deficiency Description

Yes

No

N/A

Location(s)

Date
Corrected

Are extension cords used only in an
emergency and for temporary use only?

Are all electrical boxes closed?

Do outlets have appropriate covers?

Do electrical appliances have ground
pins or double insulation?

Are all appliances plugged directly into
wall outlets?

Are coffee pots or heat producing
appliances away from flammables?

Are materials that could burn kept away
from ignition sources?

Is heat producing equipment turned off
at night when no one is present?

Are all electrical panel box switches
labeled for purpose of use?

Are electrical outlets or cords adequate
for intended load?

Are electrical cords free of frays or
damage?

Chemical Storage and Safety

Are chemicals properly stored?

Are the MSDSs readily accessible?

Is an inventory of chemicals available?

Are all containers labeled?

Are eyewash/showers stations tested?

Are eyewash/shower layout locations
adequate and unobstructed?

First Aid

Are CPR/first aid kits accessible and
fully stocked?

Are CPR/first aid kit locations adequate?

Are an adequate number of first aid
trained personnel available?

Other:

Are employees properly wearing PPE?

Are employees who wear PPE properly
trained?

Have medical evaluations been
performed, when required?
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